uonenjeA3 pue Jpny Jo 0O

VINE 1BD

“Jeuuew Ajpwiy e ul Aeinbal

pue Apusioe ‘Ajsjelnooe siabeuew pue

yels weiboid 0} pepiroid aq [IIm uonewojul jey}
ainsus 0} Buissasold pus-yjuow SHY 1SV
lo} sulawiy mau e pajdepe sey yun Buiunoooy

"‘gpew saseyaind uo jdieoal

yooys Buipiebal siebeuew pue yejs weibouid

0} saoljou Buipuas pue Jouuew Ajwi} e ul

pue Ajeiesnooe seolonu; Buissesoud uo siseydws
Buipnjoul epew usaq aAey yejs Bupunoooy

Yum uoissnasip pue Bujuiesy snonuiuod

:uopjoag Buipunoaoy

"UolEpUBWILIOdSI
lpne 8y} }JesW pue suojeAIasdqo

1081109 0} djay ||Im 8Aoge sa)ep pue sasuodsal
pejou ||y "Hodal Jipne siy} ul passaippe
Aqisuodsal Jo 8doos Ino uyym sessasold
weioieul Bunoesiod Aq Buiunosoy ISISSE ||IM
uoloeg |0juo) Auedold pue juswainaold 8yl

:youeag so13s1607 pue Juswiaind0id

"SJUNO2OE |OAUOD YUM

SJUSINDOP 92IN0S WO SBlJUS Josse

paxi} Jo uoleljiouodal olpoliad sy}

10} spuswalinbal NYS YIM Jus)isisuod

‘sainpaoold pue Aoyjod juswsjdw
pue ubisep pinoys Aousbe ayl e

‘Ajowy shemje

Jjou si Joday uopel|ioucsay Juawdinbs

Apaueny ayj Jo uolssiwgns 8y ‘seljue

josse paxy SYV1S[eD isod o} Joplo

ul ‘Jejjosuod Auedoud ay) Aq papinoid
uoiew.ojul uo A1 yejs buunodoe g0 e

‘pabbe} Ajuapl o/ pue
‘pejoadsul paniadal Apedoid useq pey
kpedoud jey) uoiewIyuod Jnoyim pred
uaaq pey SeojoAUl Jey) pejou osje apN e

1oy Juawhed jdwoid ey} ul pajielep pue
%88 VS Jed palinbai se ale saul4
‘welshs ay) ul Aiojuanul jo Buiaieoal
sy} ui sAejep sem sog) aje| 8y} 10j pajio
uoseal ulew ay) ‘8002-,00z JeaA |eosy
10} palinoul alem jey) Buisseooid soloaul
pakejap 0} pajejel 67, '8e$ 10 seljeusd
uawded aye| payuspl MaIABI INQ e

'v26L § NVS
YlIM 9ouepIodoe Ul sjunosoe Apedoid

Jebpen |esauan) Jo ay) Ul papiodal

sjunowie 8y} yum (Jesh auo jses) je Jo

aJI] jNy@sn & pue aJow 10 000SG$ 1O enjeA

e yum juswdinba) Auadoid pezijeydes

jo suonisodsip pue suosinboe

Buiouooal Aj@jenooe wol S30

ay) pajusnaid spioosal Apedoad ejeinooeul
pue Aiojuaaul Apadoid Jualind B JO Yo =

Bununoosay ‘p

3ASNOdSEY

SNOILVYAN3INWNOD3N

SNOILYAYZSEHO

ASNOdSIY S.LNIWIOVNVIN

uojiEN|ens pue PNy Jo 900




"auiel) oWy} Jeak-aaiy}) SAIINI8SU0D

8y} Jano aoe|d uaye) sey AlojuaAul ||} e ainsud

0} Jepusajes paysijgejsa ue 0} Buipiosoe paje|jdwiod
aq |IIm sauojuaau| Bunejoy, — 010z ‘z Aenuer Ag

‘ss@00.id uoijesedas aakojdwa Bunp asn pue
papaau se wio} INO-¥o3y9 uswdinb3 sjeiniuj/elesi)

‘aseqgeje( bBupjoel] Aiojusaul jo
uonejuswaldun || — (pejewse) 6002 ‘0€ Jeqwssaq Ag

‘6002 '0€ aunr Aq pejejdwiod aq ||1m Jey) joefoud
suonesijdde pajgeua gam ay) ybnouy) paysijdwoosoe aq
M siyl yuawdinbs yoelj o) aseqelep [eljuad e dojeasp
0] )99S ||IM PUE UOI}ePUSWILLIOaI SIY} YIM Juswsaibe

[In} Ul SI youelg sa01AI9g |eolisIBo] pue juawaindold 8yl

‘suonelado fouabioaws
pue jewJou Buunp juawdinbs
paubisse ||e jo uinjal ainsue

pue yoel) 0} wajsAs Buidoay piodal

|enjuad ajeinodoe pue ajenbape
ue dojanap pjnoys Aouabe ay |

"§3SS0|
ainyn} yjuanaid o} pajuawiajduwil
aq 0} sainpasoud

BulAyuapl Juswaje)s
salnseaw aAljuaAaid

e Jo @ouapine syoe| Aouabe
8y} pue pasedaid usaq

jou sey Ajedoid us|ols pue
1S0] JO uojejuawnoop Jadold

"pasiojaxa uaaq sey
Ayjiqejunoode ou 1o 3| jeu)
pue wajqoid Buiobuo ue s
SIU} Jey} pajedipul smalAIBjul
Jels ‘ioj pajunosoeun

10 ‘1s0] ‘Buissiw a1am

SWwia)l 21U0J}08@ JO Junowe
weoyubis vy “Auadosd

Jo BuipienBajes tadoid ay} 10}
S|OJJUOD [BUIBJUI Ul SSBUNESM
B paiijuapl MalAal 8y |

‘pajepdn Ajaajoe

10 paujejuiew uaaq jou aaey
seseqejep Alojuaau| ‘0002
leah aouls Aiojusaul |iny e
paje|dwod Jou sey S30 8yl

Raadoud jo Aiojuaauj jeaishyd

ASNOd3Y

SNOILVANIWINOD3d

SNOILYAY3SEO

ISNOdS3Y S.LNIWNIOVNVIN




------

M E M ORANUD U M

Date: October 6, 2009

To: Penny Krueger, Manager
Office of Audit and Evaluation

From: Rick Stoiz, Acting Chief

Fiscal Services Branch

Subject: Accounting Section Internal Audit Response — Fixed Assets

In response to the recently concluded Intemal Audit Report, Improvements Needed In
Property Management, the Accounting Section has implemented new policies and
guidelines to adhere to the need of the agency in establishing and maintaining better
internal control and becoming more financially responsible in the accounting of fixed
assets. We have updated and improved the existing internal procedures in processing
Accounting documents. Also, we have set up timelines for reporting of financial
information.

The following measures were implemented after knowledge of the audit findings and
prior to the submission of the final internal audit report:

Proper Documentation of Stock Receipt:

The Accounting Section works diligently with program and receiving staff to properly
document receipt of equipment either fully or partially received. The Accounting Section
does not pay any invoices without proper documentation of the receipt of the invoiced
item(s). The Accounting Section accepts e-mails as a Stock Receipt document in lieu of
completion of the elecironic Form 13. The email must identify what was received with
specificity. The email is attached to the invoice as a supporting document and filed with
the Claim Schedule sent to the State Controller's Office. Accounting Section accepts
emails in lieu of the properly completed Forms 13 as the last choice when necessary to
facilitate prompt payment of invoices and for staff without access to the Lotus database
(electronic Form 13). The Accounting Section will use every effort to ensure payment
for only items actually certified by Inventory Receiving Staff as received.

Timely Payment of Invoices

e The Accounting Section is aware of the Prompt Payment Act and is exerting all
efforts to pay invoices timely to comply with this law. We have implemented a 3-
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Notices Rule via e-mail to alert Receiving Staff and Managers of the need to
Stock Receipt item(s) properly.

1% Notice — Reminder to Receiving Staff that Accounting has received the
invoice and they need to confirm whether or not the item(s) have been
received.

2™ Notice — Request sent to Receiving Staff and the immediate supervisor
with a cc to Accounting Unit managers that we have received an invoice
and they need to confirm the receipt of the item(s). Included in the request
is a reminder a payment penalty may be incurred.

3™ Notice — Final request to Receiving Staff, immediate supervisor,
Branch or Division chief, with a cc to Accounting Unit managers and
Section Chief regarding the invoice received and their immediate attention
is required or Accounting will dispute the invoice due to non-receipt of the
item(s).

e The Accounting Section will issue an Accounting Letter to remind all agency staff
of the Prompt Payment Act and the processes necessary to comply with this law.

Timely Reporting of Fixed Assets

The Accounting Section during December 2008 implemented timelines and deadlines to
ensure that the CALSTARS month-end process is performed consistently to enable the
Accounting Section to provide timely, accurate, and comprehensive financial and fixed
asset information to property management staff.

The Accounting Section is working with the Fiscal Analysis Unit and Procurement and
Logistical Services to assure the proper Object Codes are identified in the procurement
process so Cal EMA can provide accurate fixed asset reports.

We have continuously communicated with other Sections and program staff to
implement new processes and to improve existing procedures. On-going training is also
provided to assist staff to better understand the Accounting payment process. A
monthly meeting with staff is also conducted to update everyone on new processes and
changes, to identify weaknesses, and to strengthen good fiscal practices.

The Fiscal Services Branch appreciates the review and recommendations made by the
Office of Audit and Evaluation. We are committed to making the recommended
changes and improving existing policies and procedures.
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October 1, 2009

Penny Krueger, Manager
Office of Audit and Evaluation
3650 Schriever Ave.

Mather, CA 95655

Dear Ms. Krueger:
SUBJECT: PALS BRANCH AUDIT RESPONSE

The Procurement and Logistical Services Branch (PALS) concurs with the
findings and recommendations of the Office of Audit and Evaluation’s (OAE) review of
the California Emergency Management Agency's (formerly the Governor’s Office of
Emergency Services) Property Management policy and procedures.

PALS took immediate proactive measures in response to OAE’s findings and
recommendations. Prior to the audit's conclusion, PALS successfully implemented
various remedies and/or established completion dates to address the five OAE audit
objectives; internal controls, purchasing and receiving inventory, disposal, transfers &
equipment assignments, accounting, and physical inventory of property.

Internal Controls

Provide “ongoing” training to purchasing liaisons and inventory receiving staff.
Update Purchasing Manual and Cal EMA Administration Manual periodically.

By 12/30/09 - Complete 3 Year inventory.

By 1/02/10 — Begin “rotating” inventory to ensure completion within the three year
period.

Purchasing and Receiving Inventory

e 1/29/09 — Provided Executive Operations updated purchasing and property
policies including statements that address prohibited purchases that are to be
used for “unconfirmed future use.”

o 2/28/09 — Implemented PALS Branch staff realignment to ensure better oversight
and ensure fixed assets are inspected, tagged, and recorded at time of delivery
and prior to distribution.

2/28/09 — Number of purchasers reduced and trained to ensure better control.
3/31/09 — Completed site visits to other agencies to observe their established
processes.

By 12/30/09 (estimate) — IT implementation of Inventory Tracking database.

By 3/2010 — Update Purchasing Manual and train purchasers on proper “object
code” usage.



Disposals, Transfers & Eguipment Assignments

e 12/2008 — Updated policy addressing ongoing monitoring, transfer and disposal
of fixed assets consistent with SAM.

e Request closer management/supervisor oversight in cases of lost, stolen, or
missing equipment.
By 12/30/09 — Establish possible consequences for known staff negligence.
Coordinate with Personnel to ensure timely notification of employee separations.
By 12/30/09 — Establish procedures for emergency operations and
property/equipment deployment.

Accounting

e Coordinate with Accounting to correct inefficient process directly related to PALS’
responsibility as defined in OAE audit report.

Physical Inventory of Property

s By 12/30/09 (estimate) — IT implementation of Inventory Tracking database.
By 1/02/10 — Begin “rotating” inventory to ensure completion within the three year
period.

o Create/Initiate Equipment Check-Out form for all current equipment.

s Management/Supervisor will update form as needed and use during employee
separation process.

The PALS Branch expresses appreciation to OAE staff efforts to provide
guidance and review of its Property Management policies and procedures. The PALS
Branch continues to take a proactive response fo the findings and recommendations.
Your review and recommendations ensures the PALS Branch achieves full compliance.

Sincerely,

“LEE DOREY
Branch Chief
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